
CALSTARS PROCEDURES MANUAL 
VOLUME 2 

TABLE OF CONTENTS 

CHAPTER PAGE  

CALSTARS Procedure Manual  Transmittal 23-2     9/29/2000 TOC-1 
 

I INTRODUCTION  I-1    
 

II SYSTEM PROCESSING SCHEDULE AND CYCLE II-1 
 System Availability II-1   
 CALSTARS Processing Schedule II-3 
 CALSTARS Processing Cycle II-6 
 Report Output II-9 
 

III CALSTARS CLIENT SERVICES III-1 
  Client Support Unit III-1 
 System Support, Training and Information Coordination Unit III-3 
 Technology Support Unit III-7 
   

IV TABLE MAINTENANCE CODING PROCEDURES IV-1 
 Table Maintenance Activity Log IV-2 
 Table Processing IV-2 
 Table Maintenance Functions IV-5 
 Generate Table Entry Procedures IV-11 
 

IV-AS APPROPRIATION SYMBOL TABLE IV-AS-1 
 
IV-BS BUDGET SEQUENCE TABLE IV-BS-1 
 
IV-CA COST ALLOCATION TABLE IV-CA-1 
 
IV-DT DESCRIPTOR TABLES IV-DT-1 
 
IV-IC- INDEX CODE TABLE IV-IC-1 
 
IV-OC ORGANIZATIONAL CONTROL TABLE IV-OC-1 
 
IV-PA PROGRAM COST ACCOUNTING TABLE IV-PA-1 
 
IV-PC PROJECT CONTROL TABLE IV-PC-1 
 
IV-VE VENDOR EDIT TABLE IV-VE-1 

 
V PROGRAM COST ACCOUNTING V-1 

Overview V-1 
Accounting Classification V-1 
Cost Allocation V-2 
Fund Distribution (Split) V-3 
Cost Allocation Guidelines V-6 
Tables Affecting the Cost Allocation Process V-7 
Month-end Processing: Sequence of Events V-8 
Reporting V-10 
 
 
 
 
 



CALSTARS PROCEDURES MANUAL 
VOLUME 2 

TABLE OF CONTENTS (CONTINUED) 

CHAPTER PAGE  

CALSTARS Procedure Manual  Transmittal 23-2     9/29/2000 TOC-2 
 

VI-1 LABOR DISTRIBUTION-INTRODUCTION VI-1-1 
 Overview VI-1-1 
 System Options VI-1-3 
 Descriptor Tables Used in Labor Distribution VI-1-8 
 Monthly Labor Distribution Process Schedule VI-1-8 
 System Features VI-1-9 
 Account Definitions VI-1-12 
 
VI-2 LABOR DISTRIBUTION CONTROL TABLE-ACTUALS COSTING VI-2-1 
 
VI-3 EMPLOYEE MASTER TABLE-ACTUALS COSTING VI-3-1 
 
VI-4 LABOR DISTRIBUTION-TIMESHEETS VI-4-1 
 Preliminary Steps Required to Use the Timesheet Process VI-4-2 
 Steps in the Monthly Timesheet Process VI-4-7 
 Timesheet Table Maintenance VI-4-12 
 
VI-5 LABOR DISTRIBUTION-ADJUSTMENT TIMESHEETS VI-5-1 
 Constraints in Performing Timesheet Adjustments VI-5-3 
 Entering Adjustment Timesheets VI-5-3 
 Adjustment Timesheet Table Maintenance VI-5-5 
 Adjustment Payroll Table Maintenance VI-5-16 
 Payroll Adjustment Process Description VI-5-22 
 
VI-6 LABOR DISTRIBUTION-PROCESSING, REPORTS AND RECONCILIATION VI-6-1 
 Labor Processing VI-6-1 
 Reports Generated by the Labor Distribution Process VI-6-16 
 Reconciliation VI-6-34 
 
VI-7 LABOR DISTRIBUTION-OTHER LABOR COSTING OPTIONS 1/ VI-7-1 
 Standards Costing Option VI-7-1 
 Combination/Override Features VI-7-20 
 CTE/CTO Reserve Accounts, Add-ons and Other Paid Leave Reserves VI-7-23 
 
VI-8 LABOR DISTRIBUTION-  
   AN EMPLOYEE GUIDE TO TIMESHEET PREPARATION 1/ VI-8-1 
 
 

 

1/ Available by special request only. 


	Volume 1 System Overview - TOC
	Introduction
	Procedures Manual
	System Overview
	Classification Structure
	Ledger Account Structure
	Access, Screens & Navigation
	Online File Inquiry
	Preparing Transaction Entry Documents
	Online Financial Transaction Entry
	Encumbrance Accounting
	Claim Schedules
	Reportable Payments
	Office Revolving Fund Accounting
	Check Writer Subsystem
	Online Bank Reconciliation
	Cash Receipts
	Dishonored Checks
	Daily Batch Reconciliation
	Internal Controls
	Record Retention for Fiscal Reports 

	Volume 2 System Maintenance - TOC
	Introduction
	Processing Schedule & Cycle
	Client Services
	Table Maintenance Coding Procedures
	AS Appropriation Symbol Table
	BS Budget Sequence Table
	CA Cost Allocation Table
	DT Descriptor Tables
	IC Index Code Table
	OC Organizational Control Table
	PA Program Cost Accounting Table
	PC Project Control Table
	VE Vendor Edit Table

	Program Cost Accounting
	Labor Distribution
	Control Table - Actuals Costing
	Employee Master Table - Actuals Costing
	Timesheets
	Adjustment Timesheets
	Processing, Reports & Reconciliation


	Volume 3 - Operating Procedures - TOC 
	Introduction
	For Operating Transfers
	For Bonds & PMIA Loans
	For Loans Between Funds
	For Loan Disbursements
	For Securities/Investments
	SCO/Calstars Reconciliation
	Report Reconciliation
	Project Accounting
	Federal Trust Fund Accounting

	Volume 4 - Error Codes & Messages - TOC
	Detection
	Correction Steps
	Correction Data Element Names
	Use of Codes & Messages Listing
	Ann-Cnn
	Dnn-Enn
	Fnn-Inn
	Knn-Rnn
	Snn-Ynn
	Znn-999


	Volume 5 - Transaction Codes - TOC
	Introduction
	Cross Reference Listings
	Transaction Illustrations
	TC's A00-099
	TC's 100-199
	TC's 200-299
	TC's 300-399
	TC's 400-499
	TC's 500-599
	TC's 600-699
	TC's 700-999


	Volume 6 - Standard Reports - TOC
	Introduction
	Report Requesting, Printing & Other Output
	Standard Reports
	A -Allotment
	B -Appropriation
	C -Cash Control
	D -Document
	E -Executive
	F -Grant Project
	G -General Ledger
	H -History
	I -Index Code Table
	K -Check
	L -Labor
	N -Budget
	P -Reportable Payment
	Q -Operating
	R -PCA Table
	S -Subsidiary
	U -Vendor Payment
	X -Vendor Edit Table
	Y -Year-End


	Volume 7 - Year-End Closing - TOC
	Preparation Activities
	Year-End Adjusting Entries
	Fiscal Month 13 Processing
	Governmental Fund Reports
	Non-Governmental Fund Reports
	YEC & YEO Processes
	New Year Activities


